
EMPLOYEE JOB IMPROVEMENT PLANS 
 
This Employee Job Improvement Plan designed by Kielley Management Consultants 
achieves results because: 
 

• it is simple and understandable 
• it keeps supervisors and employees focused on job results 

 
This Employee Job Improvement Plan enables supervisors to: 
 

• manage job performance 
• change unacceptable performance to acceptable levels 
• bring final conclusions when necessary to persistent unacceptable job performance 

 
Before you begin an Employee Job Improvement Plan, ask yourself the following 
questions: 
 

1. How do I know performance needs improvement? 
 

• Complaints from customers or service recipients, other employees or managers 
• Own observations 

 
2. Has the employee been informed of the need for improvement? 

 
• Why or why not? 
• Is there any fear by the supervisor to talk to the employee? 

 
3. What are the consequences of the current unacceptable performance? 

 
• Work of others is disrupted 
• Other employees have to cover 
• Increased costs 
• Work is not done 
• Other 

 
4. What are possible reasons for the current unacceptable performance? 

 
• Who has or should have the control to make changes? 

 
5. Did the employee ever in the past perform acceptably?  If yes, what happened? 

 
How to Begin an Employee Job Improvement Plan 
 

• Draft a plan. 
• Review the plan with your boss. 
• Contact your consultant. 
• Meet with your employee and implement the plan. 
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DRAFTING A PLAN 
 
 
Step 1 – Describe Categories
 
Just about all performance that needs improvement can be described by these simple 
categories listed below. Select one or more. 
 

• Improve timeliness 
• Improve quantity 
• Improve quality 
• Improve interpersonal skills 

 
Use these categories in Column #1 – Major Objective – See Example on next page 
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Employee Name: 

 
 

 
Review Period: 

 
From ______________ To ______________ 

 
Job Title: 

 
 

 
Date of Meeting: 

 
 

 
Supervisor: 

 
 

 
Follow-up Date: 

 
 

 
EMPLOYEE JOB IMPROVEMENT PLAN 

 
MAJOR OBJECTIVE DESIRED PERFORMANCE CURRENT PERFORMANCE 

 
 (Column 1) 
 
1. Improve interpersonal skills during 

training. 
 
 
 
 
 
 
 

 
 (Column 2) 

 
 (Column 3) 

 
2. Improve quality of written materials. 
 
 
 
 
 
 
 
 

 
 

 
 

 
Employee:  List obstacles that might prevent accomplishment of above Desired Performance (Column 2). 



DRAFTING A PLAN - Continued 
 
 
Step 2 – Describe Satisfactory Work 
 
Describe what satisfactory work looks like when it is correct. 
 

• Be specific. 
• Be succinct. 

 
Place the description of satisfactory work in column #2 – Desired Performance – See Example 
on next page 
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Employee Name: 

 
 

 
Review Period: 

 
From ______________ To ______________ 

 
Job Title: 

 
 

 
Date of Meeting: 

 
 

 
Supervisor: 

 
 

 
Follow-up Date: 

 
 

 
 
 EMPLOYEE JOB IMPROVEMENT PLAN 
 

 
MAJOR OBJECTIVE 

 
DESIRED PERFORMANCE 

 
CURRENT PERFORMANCE 

 
 (Column 1) 
 
1. Improve interpersonal skills during 

training. 
 
 
 
 
 
 
 

 
 (Column 2) 
 
2. Do not respond negatively to class 

participants.  If a difficulty occurs, call a 
short break.  Take the individual aside to 
talk. 

 
Eliminate all use of profanity during 
sessions. 

 
 (Column 3) 

 
2. Improve quality of written materials. 
 
 
 
 
 
 
 
 

 
2. All material must use correct grammar 

and spelling. 

 
 

 
Employee:  List obstacles that might prevent accomplishment of above Desired Performance (Column 2). 



DRAFTING A PLAN - Continued 
 
 
Step 3 – Describe Current Performance
 
Describe the Current Performance as either Satisfactory or Not Satisfactory 
 

When Current Performance is Not Satisfactory, describe what performance looks like when 
it is not correct. 
 
• Be specific. 
• Be concise. 
• Use examples. 

 
Place the description of Current Performance in column #3 – See Example on next page 
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Employee Name: 

 
 

 
Review Period: 

 
From ______________ To ______________ 

 
Job Title: 

 
 

 
Date of Meeting: 

 
 

 
Supervisor: 

 
 

 
Follow-up Date: 

 
 

 
 
 EMPLOYEE JOB IMPROVEMENT PLAN 
 

 
MAJOR OBJECTIVE 

 
DESIRED PERFORMANCE 

 
CURRENT PERFORMANCE 

 
 (Column 1) 
 
1. Improve interpersonal skills during 

training. 
 
 
 
 
 
 
 

 
 (Column 2) 
 
1. Do not respond negatively to class 

participants.  If a difficulty occurs, call a 
short break.  Take the individual aside to 
talk. 

 
Eliminate all use of profanity during 
sessions. 

 
 (Column 3) 
 
1. Not satisfactory.  Made negative 

comments at last session.  Example:  "I 
wish you would stop arguing and listen." 
(See attached complaints.) 

 
Your use of profanity on January 2, 19xx 
resulted in six complaints. 
(See attached letters.) 

 
 
2. Improve quality of written materials. 
 
 
 
 
 
 
 

 
2. All material must use correct grammar 

and spelling. 

 
2. Not satisfactory.  Materials handed out 

on February 3, 19xx contained nine 
errors.  One grammatical error actually 
changed the meaning from what was 
intended. 
(See attached materials.) 

 
Employee:  List obstacles that might prevent accomplishment of above Desired Performance (Column 2). 



DRAFTING A PLAN - Continued 
 
 
Step 4 – Meet with the Employee
 
Meet with the Employee - For each Major Objective (column #1), discuss the Desired 
Performance (column #2), and the Current Performance (column #3). The difference between 
the Desired Performance and the Current Performance shows the changes the employee 
must make 
 
Record a Follow-up Date - This is the date you and the employee will meet again to review 
performance. It should be set between 1-4 weeks from the current meeting date. 
 
Encourage the Employee to give you a list of obstacles that might prevent 
accomplishment of the desired performance. Set a due date within a week for the employee 
to return the list.  Discuss the obstacles with the employee no later than the next review 
session. 
 
Give the employee a copy of the employee Job Improvement Plan 
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DRAFTING A PLAN - Continued 
 
 
Step 5 – Follow-Up Meetings 
 
Repeat Steps 3 and 4* until satisfactory performance in achieved, or until your consultant 
assists you with bringing a final conclusion to the persistent unsatisfactory performance. 
 

*If you find it necessary to make changes in the description of Desired Performance 
(Column #2) for the next review period, discuss any changes with the employee. Give the 
employee a written copy of the changes. This may be done on a new improvement plan 
form. Of course Column #3 would be blank at this time. 
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Employee Name: 

 
 

 
Review Period: 

 
From ______________ To ______________ 

 
Job Title: 

 
 

 
Date of Meeting: 

 
 

 
Supervisor: 

 
 

 
Follow-up Date: 

 
 

 
 
 EMPLOYEE JOB IMPROVEMENT PLAN 
 

 
MAJOR OBJECTIVE 

 
DESIRED PERFORMANCE 

 
CURRENT PERFORMANCE 

 
 (Column 1) 
 
1. Improve interpersonal skills during 

training. 
 
 
 
 
 
 
 

 
 (Column 2) 
 
1. Do not respond negatively to class 

participants.  If a difficulty occurs, call a 
short break.  Take the individual aside to 
talk. 

 
Eliminate all use of profanity during 
sessions. 

 
 (Column 3) 
 
1. Satisfactory. 
 

 
2. Improve quality of written materials. 
 
 
 
 
 
 
 

 
2. All material must use correct grammar 

and spelling. 

 
2. Satisfactory. 

 
Employee:  List obstacles that might prevent accomplishment of above Desired Performance (Column 2). 


